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~

. MEMORANDUM FOR: Chlef, Placement Ivislon

SUBTECT § Memorendum from the Director of Persomiel dated
¢ December, Subjects A Look al Qurselves

1. The Applicont Selectlon Branch works very c¢logely with the Employee
Asaigmment Branch as the functlons,requirve, snd ob +imes ASE Procezeing Assla-
tants ave temporarily under the Jurlsdiction of en EAB officer during ¥OD
processing. In spite of this waususl situntlon of merging netivities, there
iz very lttle misunderstonding becnuse llnes of vesponsibility are clearly
defincd. Yt is only when such linea are lgnored that problems mey exise.

o

processing of epplicanta. In doing this, we are frequently foacing problems
thet sutomatically question 1f the proceduves as they exist are the most
efficient or con they be imoroved. I consider this to be 2 pord of our day-
to-day thinklpg and wve often do make vhanges to incresase efficloncys How-
ever, nothing is perfect or sitetic and there will alvays be roog for more
improvements i1 oS et ‘ ‘

3. Tor oue thing, it is ny intention to vrlte o serdes of ASH proce.
dures covering cvery pert of applicent processluvg and the policles and pro-
blems soncerned. Wo do have job degeriptions, but much ind waation 1s
pagsed on verbnlly and we depend upon experlenced people with good memorles.
For instones, there is nothing in wriling on how to process conversion from
contract to atalff, cuployees returning from nilitery service, how to prepay
invitee travel; policy on Peace Corps applicants, ALY tesbing procedures, -

he AL thils time, I do not have mzx,,r constructive sugpestlons, but T do

. reisc the Lollowing questionsy

" 1. Vhy is invitee cleoronce by OHY requlred? The epplicent -
doen pob have o fA1Y in the wedlcal form mt time of -
i epplication, und 1f he does I hove yet to sec an (4B o
i‘ dlsqualification based wpon information in thism form.
| - %his requivetent delsys the invites process.

24 Yy ean't we sipply recomuend or pob recommend approval
© of & request for within-grade hiving exceptlon Lnstead
of phvaphrasing end swsaerlsing the original memo?
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_ . Th is the congtant responsibvility of ASB to ensuve that the policles
_and procedures of the OfTlce of Tevsomnel sxe ptrictly adhered to in the -
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S« ASB has constent dealings with Correspondence Branch. As with EAB,
we mutually sdjust to problems and new situntions, but I have no suggested
changes at this time. The Chief of Correspondence Eranch does have some
auggestions and they are attached. )

Chief, Applicent Selectlon Pranch
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